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	Grievance Procedure Notice



The purpose of this document is: 
(1) [bookmark: _GoBack]To inform you of The Dan Fox Family Care Program Mental Health Services grievance procedure if you choose to file a complaint about The Dan Fox Family Care Program Mental Health Services (DFFCP) policies or procedures; and 
(2) To provide you with a form that you may use to file a grievance.

I.  Introduction and Scope
The Dan Fox Family Care Program Mental Health Services offers the means to express dissatisfaction in regard to services, policies and procedures. This grievance procedure is designed to address complaints that cannot be resolved through informal discussion and/or conferences with therapists, mental health aides and supervisory staff. As per our policy manual, you may be eligible to maintain some services with our agency, if other services are discontinued. You may use this grievance form to appeal a decision to suspend or discontinue services.  

II. Procedure
Sometimes, complaints cannot be resolved informally. If you wish to initiate and pursue a formal complaint, please take the following steps:
a) Prepare a written grievance request that describes your complaint, how you tried to resolve it informally, and the action that you wish The Dan Fox Family Care Program Mental Health Services to take to resolve the complaint. The attached form is available for this purpose. If you are under age 18, DFFCP staff will make available someone who is not involved in your complaint to help you prepare the written complaint and to help you with the entire grievance process.

b) Within fifteen (15) regular working days of informing DFFCP’ staff of your intent to file a grievance, you must make sure that your written grievance is delivered to the Program Director of DFFCP.

c) Within twenty (20) regular working days of receiving your written grievance, the Director will investigate and reach a written decision on the grievance, including any corrective action(s). The Director will present her/his written decision to you in a personal meeting or through ordinary mail within twenty-five (25) regular working days of receiving your written grievance.

d) Within fifteen (15) regular working days of the day you receive the Director's written decision, if you are not satisfied with the Director's decision, you may request in writing that the complaint and the Director's written decision be reviewed by the Executive Director of Youth Homes, Inc.

e) Within twenty (20) regular working days of receiving your written request, the 
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Executive Director or his/her designee will review your request and either agree with the Director's decision or reach another decision. The written decision of the Executive Director will be sent to you by ordinary mail within the next ten (25) regular working days of your appeal of the decision of the Director. 

f) The decision of the Executive Director is final.

I have read and understand the grievance procedure described above and have discussed it with Dan Fox Family Care Program Mental Health Services Staff.



Client Signature:__________________________________ 		Date: ___________


Client Signature:__________________________________ 		Date: ___________





Assigned Staff Signature: __________________________		Date____________
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"To accomplish great things we must not only act,
but aiso dream, notonly plan, but also believe.”

N
Youth u—lomes hoato Faeen




image2.png




